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Position Description  
 
 
To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job 
functions herein described. Since every duty associated with this position may not be described herein, 
employees may be required to perform duties not specifically spelled out in the job description, but which may be 
reasonably considered to be incidental in the performing of their duties just as though they were actually written 
out in this job description. 
 

Job Title:  Development Services Manager 
 
Department:  Community Development  
Pay Grade:  113    

FLSA Status:  Exempt 
 
JOB SUMMARY: 
 
Under the general direction of the Director of Community Development, this is a professional 
supervisory position to oversee the administrative support duties of the land development 
department and the building/construction permitting department. Additional duties include 
the effective management of customer expectations and resolution of complaints or service 
inquiries related to permitting requests. Ensures a high level of efficient customer service is 
provided to the public and business community; be primarily responsible for the supervision, 
coaching, development, training and evaluation of all support team members. Work includes 
handling escalated customer service/permitting issues. Objective is to ensure accurate and 
efficient assistance is provided to the general public and business community. 
Responsibilities include forecasting, budgeting and implementation of new initiatives and 
programs for the department. This position also maintains a key role and serves as a liaison 
with public works department with regard to storm water management. He/she reviews land 
disturbance and tree conservation plans, regulations and standards for all levels of 
municipal, county, state and federal requirements. 
 
ESSENTIAL JOB FUNCTIONS: 
  

• Directs the team leader, team trainer and project coordinator team ensuring 
accountability and compliance with policies and procedures; goals and objectives of 
the permitting staff. 

• Serves as the technical resource person for activities and operations involving 
building and engineering permitting. 

• Performs administrative tasks, supervision, training, disciplinary actions, and 
evaluation of department employees; coordinates and monitors all customer 
service/permitting functions to ensure the accomplishment of departmental 
schedules, goals and objectives. Ensures cross-training of permit staff. 

• Supervises administrative duties, as dictated by the nature of the task, e.g., data 
entry, records keeping, filing, basic calculations, typing. 

• Establishes the necessary controls and collection procedures for all permit fees. 
Supervises department fiscal/cashiering tasks, e.g., receives fees and payments for 
permitting, logs payments, and generates appropriate receipts. 

• Coordinates the activities of staff, ensuring efficient office operations; oversees the 
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daily operations of staff, delegate’s authority and responsibilities to staff ensuring 
accountability. 

• Conducts staff meetings to ensure staff are informed and are given the opportunity to 
exchange ideas, discussing operational problems and solutions. 

• Recommends hiring, promotion, discipline, and termination of staff. 
• Performs functions related to forecasting, budgeting, and creating new initiatives, 

and ensures proper implementation of same; performs research and preparation of 
work programs relating to the department. 

• Analyzes department trends, service levels and resources by tracking department 
activities and generating management reports. 

• Assists the Director by monitoring operational expenses, trending revenue/income 
sources and developing departmental budgets. 

• Serves as lead facilitator for the department’s continuous improvement initiatives, 
customer feedback processes, business plan and other performance measures. 

• Creates management presentations and represents the City at public meetings 
and/or customer workshops. 

• Enforces policies and procedures for the Permit department to promote maximum 
office efficiency and effectiveness. 

• Ensures departmental compliance and verify accuracy of documents, forms and 
applications required for permitting. 

• Answers escalated inquiries and requests from the general public and business 
community, through friendly, professional customer service skills, ascertaining the 
needs of the customer and providing appropriate assistance and information. 

• Verifies accuracy of departmental information and filing systems, i.e., documents and 
files various licenses, titles and registrations; organizes and maintains file systems; 
records all currency transactions. 

• Ensures the proper documentation of commercial and private inspections and 
notifies appropriate work units, e.g., structural, electrical, mechanical, plumbing 
building/development. 

• Creates, implements, and reviews various monthly and annual summary reports, 
e.g., permit records, inspections, fee collections, certificate of occupancy, certificate 
of completion, plan reviews. 

• Provides leadership through effective objectives setting, delegation and 
communication. 

• Develops and implements business plan initiatives for the department. 
• Performs other related duties as required or assigned. 

 
MINIMUM REQUIREMENTS TO PERFORM WORK:  
 

• Bachelor’s Degree in Environmental studies, Geology, Business or related field from 
an accredited college or university; 

• Five (5) years of experience within a progressively responsible customer service 
environment in Building/construction permitting. Must include supervisory 
experience; 

• Certification by State Soil and Water Conservation Commission as  a level 1B 
Erosion Control Inspector; 

• Certification by State Soil and Water Conservation Commission as a level II Certified 
Plan Reviewer 

• ISA Certified Arborist, desirable; 
• Or equivalent education, and/or experience. 

 
 
 



City of Brookhaven, GA Development Services Manager Prepared: 1/1/16 

 
KNOWLEDGE, SKILLS AND ABILITIES:  
 

• Knowledge of arboriculture and vegetative practices related to landscaping. 
• Knowledge of all city, county and state ordinances, codes and federal mandates. 
• Advanced knowledge of land development and environmental regulations. 
• Advanced understanding of engineering practices, standard construction practices, 

materials, methods and codes. 
• Excellent verbal and written communication skills and working knowledge of related 

legislation. 
 
PHYSICAL DEMANDS: 
 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential duties of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential duties. 

Must be committed to a high standard of safety and be willing and able to comply with all 
safety laws and all safety policies and rules and must be willing to report and/or act on 
safety violations and potential safety violations to appropriate supervisory or management 
personnel.  

Incumbent is expected to meet attendance standards as determined by management. Must 
be available and willing to work according to the assigned schedule and must be available 
and willing to work overtime (including daily, weekend and holidays) as determined by 
management as necessary to meet the business needs.  

This employee is regularly required to perform sedentary and light work and exerting up to 
20 pounds of force occasionally, and/or up to 10 pounds of force to move objects. The 
employee is also required to balance, climb, finger objects, grasp, hear, make rational 
decisions, reach, use repetitive motion, speak, talk, visualize, and walk.  
 
The City has the right to revise this position description at any time, and does not represent 
in any way a contract of employment. 
 
 
 
 


